' An AASIS Training Guide HRBEN - Benefits Administration

HRBEN
BENEFITS ADMINISTRATION

Chapter 6
Adjustment Reasons

AASIS Support Center, DiAnnette Scott 6-1
July’04, Revised to V5.0
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Additional Adjustment Reason - Overview

Adjustment Code Adjustment Reason
DDEP Deceased Dependent
DIV Divorce
INED Ineligible Dependent
CANC Cancellation
FSC Family Status Change
HIP HIPAA
TTFT Transfer to Full Time
RERE Rehire
MISC Miscellaneous
HIRE New Hire Enrollment
JOB Transfer (RTR Plan)
JOB1 Transfer (All Plans)
LF1E Return From LWOP
REDH Reduction in Hours

B e O amne i s

Five Adjustment Reasons have been created to better identify changes that qualify for
COBRA extension. Process augments Family Status change procedures for Agency
Benefits representatives. Proper use of these adjustment reasons will insure that
accurate information is sent to EBD for use in processing COBRA events, and
transmitting information to the Health vendors.

DDEP - Deceased Dependent. Use first day of the month after the death of the
gegendent. Nightly batch will recalculate to correct pay period for beginning of new
eductions.

DIV - Divorce. Use first day of the month after the event. Nightly batch will
recalculate to correct pay period.

INED - /neligible Dependent. Use first day of the month after the event. Nightly batch
will recalculate to correct pay period. (ex. Non-student dependent over the age of 19,
married dependent)

CANC - Cancellation. For employee cancellation. Also, use for cancellation of a
dependent on a post-tax Plan or an employee canceling a dependent during open-
enrollment. Use last day of employee’s coverage (end of month). Nightly batch will
recalculate to correct pay period.

REDH - Reduction in Hours. Employee’s work hours reduced and employee is no
longer eligible for benefits..
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Demonstration

Adjustment Reason:
(Ineligible or Deceased Dependent)
Human Resources > Personnel Management >

Administration > HR Master Data >Maintain
(PA30/HRBENO0001)

AASIS Support Center, DiAnnette Scott
July'04, Revised to V5.0
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Adjustment Reason
Ineligible or Deceased Dependent
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SAP Eas ccess AASIS MENU
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(1 Favorites [=]
= 3 SAP menu =]
b (7 office

[» [ Logistics
[ Accounting
< {3 Human Resources

) PPMDT - Manager's Desktop
A=

s o \ 1. Follow the menu path or
2 PA40 - Personne | Actions

Enter PA30 in the command

) PA20 - Display f'
2 PA10 - Personnel File .

S ield; press Enter
D PA42 - Fast entry: Actions
Info System

Time lanagement
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AASIS Support Center, DiAnnette Scott 6-4
July’04, Revised to V5.0

Menu Path: Human Resources>Personnel
Management>HR Master Data>PA30(Maintain)

PA30 (Maintain Master Data) should be used by the
Benefits Specialist to Create the Adjustment Reason.
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Adjustment Reason
Ineligible or Deceased Dependent

4 S@ae O R BADoa8n BEE @O

HR Master Data

(| 2. Enter the personnel
number

3. Use the left and right
scroll buttons to select
resonaod the Benefits tab

Addtl. Employée e

Employment Issues

Career Management

Payroll
Taxes
Garnishments

Time

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0
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Adjustment Reason
Ineligible or Deceased Dependent

g @ BlAad eee Cnn nnon BDE @0

HRBEN — Benefits Administration

[@=| mMaintain HR Master Data

A

4. Select the Adjustment Reasons
Infotype, or enter 0378 in the Infotype
field

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0
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Adjustment Reason
Ineligible or Deceased Dependent

Cancellation
Deceased Dependent
Dive

Family Status Change
HIPAA

New Hire Enroliment

Transfer(Rir. Plans)

Transfer (All Plans)
Return from LWOP

AASIS Support Center, DiAnnette Scott
July'04, Revised to V5.0

2
ﬂ 7. Select the Adjustment
5 reason that applies

HRBEN - Benefits Administration

6-7

**The date will be the first day of the month after the event

occurred.
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Adjustment Reason
Ineligible or Deceased Dependent

HRBEN — Benefits Administration

V|< Heaa SHE ahoan BEE ) @
Create Adjustment Reasons

9. Click Yes

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0
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Adjustment Reason
Ineligible or Deceased Dependent

g 0 eB eee CHE SDOon EER
Create Adjustment Reasofs
=E .

10. Click
e 1R to Save |z
EEsubgroup  UE

Benemaies DR SE

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

HRBEN — Benefits Administration

6-9



' An AASIS Training Guide

HRBEN — Benefits Administration

Adjustment Reason
Ineligible or Deceased Dependent

| w|aB@ eae SHBIHhoan BE| @

Create Adjustment Reasons

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

i ves |
[ wno |
3¢ cancel |

11. Click ‘Yes’ to continue
to Enroliment/HRBENO0001
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Adjustment Reason
Ineligible or Deceased Dependent

Enrollment

nrme| 12. Select the Ineligible
Dependent offer

AASIS Support Center, DiAnnette Scott 6-11
July'04, Revised to V5.0
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Adjustment Reason
Ineligible or Deceased Dependent

HRBEN - Benefits Administration

Enroliment

BEIERERIEE
L

AASIS Support Center, DiAnnette Scott
July'04, Revised to V5.0

employee’s
Medical Plan

Health Advantage HMO.
QualChoice HIO.

Nova Sys HMO

Health Advantage POS
QualChoice POS

NovaSys POS.

Blue Cross Blue Shield PO
MovaSys PPO.

High Deductible PPO.

= Dependent Life
US Able DEP Life ASE}

< Opt. Dep. Life
US Able (Opt DEP Life ASE}
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Adjustment Reason
Ineligible or Deceased Dependent

HRBEN — Benefits Administration

Enrollment

Direct selection
[ =g
01/01/2005

(]

Option

14.
dependent tab

R I8HE SDLO0 EE @ @

Select the

01/01/2005 - 01/31/2005
01/01/1800 - 12/31/9999

Health Flan Opt  Standard HMO ASE1 B
E |i unco selection | 5| 2u[[E| & Emoriis
Dependent Cover  [Emp + Family 1 o
Status | Validity period Activity
[EEEE N @ 01/01/2005 - 12/31/9999
Employee . 381.40 [vDeductions Pre- 01/01/2005 - 12/31/9999
Employer . 8.8 01/01/2005 - 12/31/9999
os 01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
ield PPO 01/01/2005 - 1213119999
0110112005 - 1213119999
o 01/01/2005 - 1213119999
@ Accent| |3 ife ASE) @ 01/01/2005 - 12/31/9999
~ DependentLife
US Able (Basic DEP Life ASE) 01/01/2005 - 12/31/9999
7 Opt. Dep. Life
US Able (Opt DEP Life ASE) 01/01/2005 - 12/31/9999
2 antiay
Y

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

12 I 1
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Adjustment Reason
Ineligible or Deceased Dependent

v|<l."|a-':k\!riu‘;l:&m.\:xlmmlcﬁ.

HRBEN — Benefits Administration

Enrollment

Direct selection
on  [@1/81/2605 ) Oven
| 43358
01/01/2005 | < 12/31/2338 16. Select the g8 Eworist |
- ‘Option’ tab 0773005 - 073172005
/01/1800 - 12/31/9999
Dependents
|22 unco selection |2{2|F[&8 Erorist |
Status_|validity period Activity
@ 01/01/2005 - 12/31/9999
= O e ok
15. Choose the Inellglble = os 01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
dependent and uncheck oronceos 1acreses
. 01/01/2005 - 12/31/9999
the selection box o 01/01/2005 - 12/31/9999
s Life ASE) 01/01/2005 - 12/31/9999
< Opt Dep. Life
US Able (Opt DEP Life ASE) 01/01/2005 - 12/31/9999
[ — ]

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0
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Adjustment Reason

Ineligible or Deceased Dependent

[NE N

HRBEN — Benefits Administration

Enroliment

. 3 e ———
Direct selection

Note: Check ‘Dependen

Cover’ section to make sure

Health Plan Opt Standard HMO ASE1

Dependent Cover  Emp + Family 1
Emp + Childiren) 1
Employee+Child(ren}
Employee+Family
Employee
Employee plus Spouse
Employee Only 1

Emp + Spouse 1

if applicable

the employee’s remaining
dependents are covered;

17. Click to Accept

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

% Dependent Life

US Able (Basic DEP Life ASE)
*# Opt. Dep. Life

US Able (Opt DEF Life ASE)
= antiay

TOTZ005 - 1273 999y
01/01/2005 - 12/31/9999
010172005 - 12/31/9999
01/01/2005 - 12/31/9999
010172005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999

01/01/2005 - 12/31/2999

01/01/2005 - 12/31/9999

01/01/2005 - 12/31/9999
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Adjustment Reason
Ineligible or Deceased Dependent

EHE @

HRBEN — Benefits Administration

Enroliment

eriod

01/01/2005 - 01/21/2005

BCIERIERIEE

18. Select Enroll

to complete the
Adjustment
process

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

01/01/1800 - 12/21/9999

|2_unco selection || |E[& Erorist ]

Status | Validity period Activity

QualChoice HMO
Nova Sys HMO
Health Advantage POS
QualChoice POS
MNovaSys POS
Blue Cross Blue Shield PPO
MovaSys PPO
High Deductible FFO
~ DependentLife
US Able (Basic DEP Life ASE)
' Opt. Dep. Life
US Able (Opt DEP Life ASE)

[+ ] 01/01/2005 - 12/31/9999  #
01/01/2005 - 12/31/9999
010172005 - 12/31/9999
01/01/2005 - 12/31/9999
010172005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999

01/01/2005 - 12/31/9999

01/01/2005 - 12/31/9999
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Adjustment Reason
Ineligible or Deceased Dependent

19. Click to
I
enroll

AASIS Support Center, DiAnnette Scott 6-17
July’04, Revised to V5.0
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Adjustment Reason

HRBEN — Benefits Administration

Ineligible or Deceased Dependent

gl 9B Cee OMEB DHon 0E|@

Enrollment

Continue | 33

20. Click to print
Confirmation letter;
once complete, click

to continue

[ —

AASIS Support Center, DiAnnette Scott

July’04, Revised to V5.0

01/01/2005 - 01/21/2005

‘01}014‘1300 -12131/9999

[£5_undo ssiection || SsH| &8 Erorist ]

Status

Walidity period

Activity

HMO

QualChaice HWMO

Jva Sys HMO

lalth Advantage POS
lalChoice POS

vasys POS

e Cross Elue Shield PPO
aSys PPO

h Deductible PPO

|dent Life

Able (Basic DEP Life ASE)
bp. Life

Able (Opt DEP Life ASE)

01/01/2005 - 12/31/9999
010172005 - 12/31/9999
010172005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999

01/01/2005 - 12/31/9999

01/01/2005 - 12/31/9999

4
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Demonstration

Adjustment Reason:
(Divorce)
Human Resources > Personnel Management >

Administration > HR Master Data >Maintain
(PA30/HRBENO0001)

AASIS Support Center, DiAnnette Scott
July'04, Revised to V5.0
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Adjustment Reason
Divorce

PA30 =]
SAP EasyNdccess AASIS MENU
| [Zl| [NEE] (]| [~

[ Favorites

< {3 SAP menu
b (1 ofce
> [ Logistics.
b [ Accounting
s |

[4][+]

) PPMDT - Managers
=
= 3 Administration
> BRI i 1. Follow the menu path or

72 PA4D - Personnel Actions

[ £ iiaimain g Enter PA30 in the command

) PA20 - Display
PA1D-P 1 Fil H .
ST field; press Enter
) PA4Z - Fast entry: Actions
Info System

vvevw
DO0DDvvsvweww
g

[7
[]
[=]

AASIS Support Center, DiAnnette Scott 0-20

July’04, Revised to V5.0

Menu Path: Human Resources>Personnel
Management>HR Master Data>PA30(Maintain)

PA30 (Maintain Master Data) should be used by the
Benefits Specialist to Create the Adjustment Reason.
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HRBEN — Benefits Administration

Adjustment Reason

Divorce

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

3. Use the left and right
scroll buttons to select

Personal 04

«a ey the Benefits tab

Employmenl

Career Management

Payroll
Taxes
Garnishments

Time
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Adjustment Reason
Divorce

g 0 Blald eee Cnn nnoan BDE @0

82| Maintain HR Master Data

A

4. Select the Adjustment Reasons
Infotype, or enter 0378 in the Infotype
field

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

HRBEN — Benefits Administration
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Adjustment Reason
Divorce

Divorce

B
Divorce
Family Status Change
HIPAA
New Hire Enroliment
Ineligible Dependent
=]
[~

Transfer(Rtr. Plans)
Transfer (All Plans)
Return from LWOP
Misc Benefit Changes
Promotion/Demotion

AASIS Support Center, DiAnnette Scott
July'04, Revised to V5.0

HRBEN - Benefits Administration

*Date should be first of the month following the event.
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Adjustment Reason

=) 1 [

Adjustment Reasons

9. Click Yes

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

Divorce

@@ CHE ODLODIEHE &

HRBEN — Benefits Administration

6-24
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Adjustment Reason
Divorce

gl 222000 @ iB eae Lk ohon HE Q0

Create Adjustment Reaso

il 10. Click to Save
4|7—1 e e
g 1 Persomnelar | 261
e cuboroun | UE. S0 (7eserers
o 5173112005

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

HRBEN — Benefits Administration
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Adjustment Reason

] —1

Divorce

CO@ I SEE BT Aas EE @

HRBEN — Benefits Administration

Create Adjustment Reasons

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

i ves |
[ wno |
3¢ cancel |
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Adjustment Reason
Divorce

EE @ o

01/01/2005 - 01/31/2005

Anynme changes 01/01/1800 - 12/31/9999
BEIERIERIEE i orer
Feenolire |

12. Select the
‘Divorce’ offer

AASIS Support Center, DiAnnette Scott 6-27
July’04, Revised to V5.0
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Adjustment Reason

Divorce

Enrollment

— 13. Select the
PF‘W'WPF employee’s
Medical Plan

Health Advantage HMO 01/01/2005 - 12/31/9999
QualChoice HMO 01i01/2005 - 12/31/9999
MNova Sys HMO 01/01/2005 - 12/31/9999
Health Advantage POS 01/01/2005 - 12/31/9999
QualChoice FOS 01/01/2005 - 12/31/9999
NovaSys POS 01/01/2005 - 12/31/9999
Blue Cross Blue Shield PPO 01i01/2005 - 12/31/9999

Novasys PPO 01/01/2005 - 12/31/3999
High Deductible PPO 01/01/2005 - 12/31/9999
= Dependent Life
US Able (Basic DEP Life ASE) 01/01/2005 - 12/31/2999
7 Opt. Dep. Life
US Able (Opt DEP Life ASE) 01/01/2005 - 12/31/3999

AASIS Support Center, DiAnnette Scott 6-28
July’04, Revised to V5.0
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HRBEN — Benefits Administration

Adjustment Reason
Divorce

GEE B0aIEE @

Enrollment
Direct selection
43358
Health Advantage WMO
01/01/2005
L]
Option

14. Select the
dependent tab

01/01/2005 - 01/31/2005
01/01/1800 - 12/31/9999

Health Plan Opt  Standard HMO ASE1
Dependent Cover  [Emp + Spouse 1

5 & _undo selecion ]Sl SEH| & eworist ]

Status | Validity period Activity

@ 01/01/2005 - 12/31/9999

SrrEEE [ 336.74 MIDeductions Pre- 01/01/2005 - 12/31/9999
Employer . 8.es 01/01/2005 - 12/31/9999
05 01/01/2005 - 12/31/9999

010172005 - 12/31/9999
01/01/2005 - 12/31/9999

0 s I 1 )

ield PPO 01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
o 01/01/2005 - 12/31/9999
© ccent |3 ife ASE) @ 01/01/2005 - 12/31/9999
< DependentLife
US Able (Basic DEP Life ASE) 01/01/2005 - 12/31/9999
7 Opt. Dep. Life
US Able (Opt DEP Life ASE) 01/01/2005 - 12/31/9999
S4oAantiay
[ | Y3

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0
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HRBEN — Benefits Administration

Adjustment Reason
Divorce

7] e IR I EEEEEEE

Enrollment

cue=eE 16, Select the

01/01/2005 - 01/31/2005

01/01/1800 - 12/31/9999

g ‘Option’ tab

[&_undo seiecion S]] &8 erorist ]

Status | Validity period Activity

15. Choose the ineligible
dependent and uncheck

the selection box os

B ield PFO
(s

(@ Accent || % =S

< DependentLife
US Able (Basic DEP Life ASE)
7 Opt. Dep. Life
US Able (Opt DEP Life ASE)
S4oAantiay

[ KT

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

@ 01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
010172005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
010172005 - 12/31/9999

@ 01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999

010172005 - 12/31/9999

03] s I 1 )
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Adjustment Reason
Divorce

HRBEN — Benefits Administration

| 0 sleB eee SHE DDLD EEIE@

Enroliment

£5

Note: Check ‘Dependent
Cover’ section to make sure

Health Plan Opt  Standard HMO ASE1
Dependent Cover Employee Only 1

the employee’s remaining
dependents are covered;

SrrEE [ 9452 [IDeductions Pre-
Employer - pee

if applicable

@ TTOT7Z005 - 1273779999
01/01/2005 - 12/31/9999
010172005 - 12/31/9999
01/01/2005 - 12/31/9999

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

010172005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999

01/01/2005 - 12/31/2999

% Dependent Life
US Able (Basic DEP Life ASE)
*# Opt. Dep. Life
US Able (Opt DEF Life ASE)
= antiay

01/01/2005 - 12/31/9999

01/01/2005 - 12/31/9999
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HRBEN — Benefits Administration

Adjustment Reason
Divorce

e S N R s o - NN e oz NG N |

Enroliment

ossible offers nroliment period

Divorce 01/01/2005 - 01/21/2005

/Anytime changes 01/01/1800 - 12/21/9999

18. Select Enroll
to complete the

Adjustment
process

[ ] —r

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

Automatic offer

|2_unco selection || |E& Erorist ]

Status | Validity period

Health Advantage HMO
QualChoice HMO
Nova Sys HMO

Health Advantage POS
QualChoice POS

@ 01/01i2005 - 12/31/9999
01/01/2005 - 12/31/9999
010172005 - 12/31/9999
01/01/2005 - 12/31/9999
010172005 - 12/31/9999

NovaSys POS 01/01/2005 - 12/31/9999

Blue Cross Blue Shield PPO 01/01/2005 - 12/31/9999

NovaSys PPO 01/01/2005 - 12/31/9999

High Deductible FPO 01/01/2005 - 12/31/9999
~ Basic Life

US Able (Basic EE Life ASE)
= DependentLife

US Able (Basic DEF Life ASE)
7 Opt. Dep. Life

US Able (Opt DEF Life ASE)
- Uk [E1)

@ 01/01/2005 - 12/31/2999
01/01/2005 - 12/31/9999

01/01/2005 - 12/31/9999
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Adjustment Reason
Divorce

Note: Verify that the

activity change is correct

US Able (Basic DEP Life ASE]
7 Opt. Dep. Life
US Able (Opt DEP Life ASE)

= 4n1iay

19. Click

to enroll

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

HRBEN — Benefits Administration
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Adjustment Reason

Divorce

HRBEN — Benefits Administration

Continue | 33

20. Click to print
Confirmation letter;
once completed, click
Continue

[ —

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

01/01/2005 - 01/21/2005

‘01}014‘1300 -12131/9999

[£5_undo ssiection || SsH| &8 Erorist ]

Status

Walidity period

Activity

QualChaice HWMO

Jva Sys HMO

lalth Advantage POS
lalChoice POS

vasys POS

e Cross Elue Shield PPO
aSys PPO

h Deductible PPO

|dent Life

Able (Basic DEP Life ASE)
bp. Life

Able (Opt DEP Life ASE)

01/01/2005 - 12/31/9999
010172005 - 12/31/9999
010172005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999

01/01/2005 - 12/31/9999

01/01/2005 - 12/31/9999

4
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Demonstration

» Adjustment Reason:
(Cancellation)
Human Resources > Personnel Management >

Administration > HR Master Data >Maintain
(PA30)

AASIS Support Center, DiAnnette Scott 6-35
July'04, Revised to V5.0
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Adjustment Reason
Cancellation

i DE 2|

1. Follow the menu path or
Enter PA30 in the command
field; press Enter

i

§§

LULLesrerere
ii H gDDDDDErvvv

AASIS Support Center, DiAnnette Scott 6-36
July'04, Revised to V5.0

Menu Path: Human Resources>Personnel
Management>HR Master Data>PA30(Maintain)

PA30 (Maintain Master Data) should be used by
the Benefits Specialist to Create the Adjustment

Reason.
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Adjustment Reason
Cancellation

Z] 0000 oD e@e cNE aton @A @n

Personal Daj

Addtl. Empl
Employment

Payroll
Taxes
Garnishments
Time

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

HRBEN — Benefits Administration

3. Use the left and right
scroll buttons to select
the Benefits tab

Career Management
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Adjustment Reason
Cancellation

g 000 alad ec@e CHE nnLn AN @0
[@=] Maintain HR Master Data

p 2o |2

T —
5. Click Create [~ -
T — CostCenter 11001

ﬂi?E
4. Select the Adjustment Reasons

Infotype, or enter 0378 in the Infotype
field

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

HRBEN — Benefits Administration

6-38



AASIS Support Center, DiAnnette Scott
July'04, Revised to V5.0
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v|< H e SHE Do IERI @

reate Adjustment Reasons

8. Click Enter
—— 45 6. Enter the date*

Divorce
Family Status Change
HIPAA

New Hire Enroliment
Ineligible Dependent
Transfer(Rtr. Plans)
Transfer (All Plans)
Return from LWOP

[zeo1 |

Adjustment Reason
Cancellation

7. Select the Adjustment
reason that applies

HRBEN - Benefits Administration

*Note: The date for Cancellation will be the 1st of the month after the end of

coverage..
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Adjustment Reason

7] I 1

Cancellation

@@ DR DDhoa HE @

HRBEN — Benefits Administration

Create Adjustment Reasons

9. Click Yes

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0
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Adjustment Reason
Cancellation

S0 a8 IEE @ o

Create Adjustment Reasong

10. Click —
EEgoss 1 to Save
EE sungreup U —— lrmosenm

[01/01/2005 00 01/31/2005]

Beciiaes TSI

AACTT S r T oo e oo
July’04, Revised to V5.0

HRBEN — Benefits Administration
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Adjustment Reason
Cancellation

HRBEN — Benefits Administration

V|< Hea@ SHBE ODhon HEI@
Create Adjustment Reasons

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

11. Click ‘Yes’ to
continue to
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Adjustment Reason
Cancellation

EHE @

01/01/2005 - 01/31/2005

. mv' e changes 01/01/1800 - 12/31/9999
OEIERERIFR

Feste e e | 12. Select the

‘Cancellation’ offer

AASIS Support Center, DiAnnette Scott 6-43
July’04, Revised to V5.0
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Adjustment Reason
Cancellation

HRBEN — Benefits Administration

Enroliment

BCIERIERIEE
PE—'-

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

13. Select the
employee’s
Medical offer

QualChoice HMO
Nova Sys HMO
Health Advantage POS
QualChoice POS
NovaSys POS
Blue Cross Blue Shield PFO
NovaSys PPO
High Deductible PO

= BasicLife

01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
010172005 - 12/31/9999
01/01/2005 - 12/31/9999
010172005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999

US Able (Basic EE Life ASE)
= DependentLife

01/01/2005 - 12/31/2999

US Able (Basic DEP Life ASE)
7 Opt. Dep. Life

01/01/2005 - 12/31/9999

US Able (Opt DEP Life ASE)
7 Denendant Cara

01/01/2005 - 12/31/9999

6-44
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Adjustment Reason
Cancellation

HRBEN — Benefits Administration

Enroliment
Direct selection
14. Place a check in the
‘Stop participation in
period’ box
Option
Health Plan Opt Standard HMO ASE1 =]
Dependent Cover  Employee Only 1 =)

1/31/2005
2/31/9999

[ undo setection || &|EH[&  Enorist |

Status | validity period

Employer . eee
os
ield PPO
o
& [%] ife ASE)
= DependentLife
US Able (Basic DEF Life ASE)
H = Opt. Dep. Life
1 5. CI|Ck Accept ; use:b\;(:)meP Life ASE)
7 Denendant Cara
I — Y

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
010172005 - 12/31/9999
01/01/2005 - 12/31/9999
010172005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999

01/01/2005 - 12/31/2999

01/01/2005 - 12/31/9999

01/01/2005 - 12/31/9999

3]0 5 I (£

6-45
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Adjustment Reason
Cancellation

HRBEN — Benefits Administration

Enrolliment
Direct selection
Name
Personnel no. 42256
i (B Protform  J&8  Evoriist |
Cancellation 01/01/2005 - 01/31/2005

| [01/01/1800 - 12/31/9999

2| Note: Warning
P message regarding
COBRA 7

Status | Validity period Activity

(=] 01/01/2005 - 12/31/9999
01/01/2005 - 12/21/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/21/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999

MNovaSys PPO 01/01/2005 - 12/31/9999
High Deductible PP 01/01/2005 - 12/31/9999
- 7 Basic Life
16 cllck to US Able (Basic EE Life ASE) @ 01/01/2005 - 12/31/9999
- 7 Dependent Life
- US Able (Basic DEP Life ASE) 01/01/2005 - 12/31/9999
continue < oot Dep. L
US Able (Opt DEP Life ASE) 01/01/2005 - 12/31/9999

03] 1

= Nenandant Care

[ I | 3|

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0
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Adjustment Reason
Cancellation

G G2 | =5 0 A0 = I EE B )

HRBEN — Benefits Administration

Direct selection
Name  Adjustment Resson  on B1/61/2005 5]
Personnel no. 43358
1D number (&G Getofer |O  Prntfrm  J&  Erorlist |
Possible offers Enrolliment
= Select | Cancellation 01/01/2005 - 01/31/2005

17. Click ‘Enroll’ to
complete the

Cancellation process

[ KT

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

Anylime changes 01/01/1800 - 12/31/9999

Automatic offer

[B_Coste [ uncosetecion [S[AJA[& eEmorist ]

Status | Validity period Activity

Medical
Health Advantage HMO @
QualChoice HMO'
Mova Sys HMO
Health Advantage POS
QualChoice POS

01/01/2005 - 12/31/9999 43
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
010172005 - 12/31/9999

MNovaSys POS 01/01/2005 - 12/31/9999
Blue Cross Blue Shield PPO 01/01/2005 - 12/31/9999
NovaSys PPO 01/01/2005 - 12/31/9999
High Deductible PPO 010172005 - 12/31/9999
asic Life
US Able (Basic EE Life ASE) o 01/01/2005 - 12/31/9999 43

< Dependent Life
US Able (Basic DEP Life ASE)
< Opt. Dep. Life
US Able (Opt DEP Life ASE)
¢ Nenendent Care

01/01/2005 - 12/31/9999

010172005 - 12/31/9999

Note: Once the
employee’s
Benefits have been
cancelled, a Stop
sign will appear.

[=]
=1
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Adjustment Reason
Cancellation

Hi¢ea@ SRE £

Note: Verify ‘List of
Plans’ being
cancelled.

US Able (Dasic DEP Life ASE)
< Opt Dep. Life

01/01/2005 - 12/31/2999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/2999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999

01/01/2005 - 12/31/9999

01/01/2005 - 12/31/9999

US Able (Opt DEP Life ASE)

18- click Enroll [_Nenendent Care.

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

01/01/2005 - 12/21/9999

HRBEN — Benefits Administration
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Adjustment Reason
Cancellation

GEE B0aIEE @

HRBEN — Benefits Administration

01/01/2005 - 01/21/2005

01/01/1800 - 12/31/9999

[&_undo seiecion |SS| | &8 _erorist ]

Status  Validity period

Activity

Enrollment
Direct selection
Name
Personnel no. 43356
i=}
| continue | 3 confrmation | S
QualChoice HMgD
. . e
19. Click to print Crtce 55
Confirmation letter; TSR D
once completed, click |-"""""
Continue T
Life

US Able (Opt DEP Life ASE)
< Nenendent Care

[ KT

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
010172005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
010172005 - 12/31/9999

01/01/2005 - 12/31/9999

01/01/2005 - 12/31/9999

010172005 - 12/31/9999

D

03] I 1 )
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Family Status Change Task Flow

HRBEN — Benefits Administration

.

Employee requests Change form
from Agency Benefits Specialist,

with Family Status Change

supporting documents. (f

Agency Benefits Specialist makes
necessary Dependent Benefit
updates (create/ change) (PA30),
creates Family Status Change
Adjustment Reason (PA30),
AASIS prompts HRBEN0001 and
Specialist makes enrollment changes
based on the adjustment reason. ]

Agency Benefits Specialist
generates Benefit Elections
Confirmation Letter.

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

completes form, and returns form ——

Agency Benefits Specialist signs
Employee’s change form, makes a
copy for their records and sends
original with supporting
documentation to FBMC for

approval. o
YES NO
FBMC notifies the Agency Benefits
D Specialist, who notifies the
Approved Employee. Employee resubmits

paperwork with needed changes.

Agency Benefits Specialist mails confirmation
to the Employee and the application
to EBD. The Employee reviews the
application and reports any discrepancies within
the required time frame.

}

?

AASIS sends electronic

AASIS automatically creates or
interface to EBD.

changes benefits payroll
deductions.
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Exercise

Scenario #7

« An employee has provided you with the
appropriate paperwork to add their 15t
child to their Health Plan. Once
approved, enroll the Employee’s 15t
child in the requested Health Plan.

4 /\
SN
75

&7

AASIS Support Center, DiAnnette Scott 6-51
July’04, Revised to V5.0
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Demonstration

- Adjustment Reason:
(Family Status Changes)

HRBEN — Benefits Administration

Human Resources > Personnel Management
> Administration > HR Master Data > Maintain

(PA30)

AASIS Support Center, DiAnnette Scott
July'04, Revised to V5.0

Note: Consult EBD for rules regarding documentation

and approval of Family Status Changes.
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Adjustment Reason

Family Status Change

B | %] [ EN | [~ -]

[ Favorites:
~ {3 SAP menu
b O ofiice
b (1 Logistics
b [ Accounting
7 ‘3 Human Resources

2 Manager's Desktop
7 (3 Personnel Management
= 3 Administration
= ‘3 HR Master Data
22 Personnel Actions

1. Follow menu path or
~ enter PA30 in the command
~=| field; press Enter

2 Personnel File

2 FastEntry

2 Fastentry: Actions.
B 1 Info System
& (3 Toals
B [ Seftings
£ Recruitment
|1 Personnel Developraent
(1 Benerits
1 Compensation Managemen
(2 Persannel Cost Flanning
(1 Budget Management
3 Pension Scheme
Time Management
Payrall
Training and Event Managemen

AASIS Support Center, DiAnnette Scott
July'04, Revised to V5.0

Menu Path: Human Resources>Personnel
Management>Administration>HR Master Data>Maintain(PA30)

PA30-Maintain Master Data is used to update dependent records
and create the Family Status Change Adjustment Reason.

6-53



' An AASIS Training Guide HRBEN — Benefits Administration
Adjustment Reason

Family Status Change

Maintain HR Master Data
07« ool

26

B Pariod

i roder £ Currwesk 2. Select the Benefits tab
A . Current month

. Fram curr.date LAt waek
T eurrent date 1 Lastmonth
) e pariod ) Currant Yese

BTy

3. Select Family
Member/Dependents Infotype

AASIS Support Center, DiAnnette Scott
July'04, Revised to V5.0

The Family Member/Dependents Infotype can be accessed using
the Benefits tab or the Personal Data tab.

To access the Benefits tab, use left and right scroll buttons to
locate.
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Adjustment Reason

Family Status Change

B @] Maintain HR Master Data

oo8l2

AASIS Support Center, DiAnnette Scott 6-55
July'04, Revised to V5.0
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HRBEN - Benefits Administration

Adjustment Reason

Family Status Change

*Note: Pop-up window
appears

UM:\! Spoust
iactons: Father N
P e 5. Select Family member
E [ subtype to be covered and
| B double click
o T Emergency contact
: Other

AASIS Support Center, DiAnnette Scott 6-56

July'04, Revised to V5.0

6-56



An AASIS Training Guide . HRBEN — Benefits Administration
Adjustment Reason

Family Status Change

Change Family Member/Depandents
3.2

Parsannel Ho 96 Hame [lana E. Stalus  Acwve
EE group 1| Fegular State Em.. Foy

B0 subgroup | UE Bemptes s | 6. Enter the Start
Sarl 15120721 m——————]
date of coverage*

Mamber Chil

7. Enter dependent
[ information

Challangs
I Disanlifty Midicart
Disability Date Smakar
Learned Wilitary Service
Fin, Indep

AASIS Support Center, DiAnnette Scott 6-57
July'04, Revised to V5.0

*For newborns, enter the DOB for the Start field and for the Birth Date
field.

For other dependents that are to be added, enter the effective date of
coverage.

The Name, DOB, and SSN are all required fields, the Physician
information is also required for all HMO and POS Plans.

Note: For newborns, use a temporary SSN until permanent one is
issued per EBD’s instructions.

(Newborn default SSN: 888-(last 6 digits of the employee’s SSN)
Twins: 888-88-(last 4 digits of the employee’s SSN
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Family Status Change

' Female imale
85/20/ 2684 Refpers.ng.
B 081912 Telaghans numbsr 501 5851912
1 Katiolew Lang. Separason Date

Marital stahus 1
Littia Rock AR

72223 ER

AASIS Support Center, DiAnnette Scott 6-58
July'04, Revised to V5.0
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HRBEN - Benefits Administration

Adjustment Reason

Family Status Change

9. Click to Save

L FE &

Digability Date:
Losmed

Last namo

Firstname  Kennedi

Title. L]

‘Gender ® Femaly L nale

Didhcate 0572002004 Rafparsna,

BN 095-08- 1912 Telaphens nuenber | 507 S55-1912
Btreat 1 Kalielie Lane Separaton Date

Etreot Marital status 1 Marr.
CityState  Little Flock AR Akansas

Dplcoundy 12223 us BN

Prisiciant L sty

1D Murbar

AASIS Support Center, DiAnnette Scott
July'04, Revised to V5.0
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' Adjustment Reason

Family Status Change

Farnity MernberDependents

*Note: Record has
been created

AASIS Support Center, DiAnnette Scott
July'04, Revised to V5.0

HRBEN - Benefits Administration

6-60
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Adjustment Reason

Family Status Change

Maintain HR Master Data

10. Select Benefits
tab

Period
General Benefits Information @ Period

Family Member/Dependents Fr. To
O Today O currweek
AN 0 current maonth
nsurance Plans ) From curr.date O Lastweek
avings Plans O To current date (0 Last month
|_|§pxible Spending Accounts ) Curr.petiod ) Gurrent Year

efits Medical Information
CQARA-Qualified Beneficiary

ao|

|
Direcselection

Infmy‘ 5Ty
A |

11. Select
Adjustment Reason
Infotype

AASIS Support Center, DiAnnette Scott 6-61
July’04, Revised to V5.0

6-61



An AASIS Training Guide HRBEN - Benefits Administration

Adjustment Reason

Family Status Change

- s - R 2 7 B

® Period

Fr. To
) Today O Currweek
a1 < Current ronth
) From curr.date O Lastweek
(1 To current date ) Lastmaonth
Cicurr period 1 Current Year

AASIS Support Center, DiAnnette Scott 6-62
July’04, Revised to V5.0
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Adjustment Reason

Family Status Change

gl 0 miEieee DHBE OOOs BRI @E
Create Adjustiment Reas .
13. Enter *effective date
Porsomeite 95
- of coverage change

I!i B12-f6-0863
_DE#'D1P’2DD4 12431/99398

Adjustment Reason Data
Benerit area State of Arkansas-US

oyt 14. Click on the icon and
' choose Family Status Change

Misc Benefit Changes
FPromotion/Demotion
Rehire

&3 Choose a valid function S 2

AASIS Support Center, DiAnnette Scott 6-63
July’04, Revised to V5.0

For Heath and Life coverage, consult EBD procedures and
Tables of Important Dates. The effective date of coverage
will always be on the first of the month, except for newborns.

*The effective date of coverage change is always the 1st of
the month after the date of application, except for newborns
which will be the date of birth.
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15. Click
to enter

3 1243149993

Benefit area

Adjustrnent reasan Family Status Change

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

Adjustment Reason

Family Status Change

O An an | E R R O

HRBEN - Benefits Administration

6-6
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Family Status Change

Gl aNBicae CHE Dnon DE)E
Create Adjustiment Reasons

*Note: Pop-up window
will appear

Benefit area
Adjustment reason

16. Click on Yes

AASIS Support Center, DiAnnette Scott 6-65
July’04, Revised to V5.0

Click Yes to replace the current end date with the new date,
30 days after the effective date of change of coverage.’
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Adjustment Reason

Family Status Change

G| I Eeee Dk oons N @n

Create Adjustiment Reasons

17. Click to save

_DEJD‘HEDD4 ar/a1/2e04

Beneifit area
Adjustment reason Family Status Change ]

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

HRBEN - Benefits Administration

6-66
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Family Status Change

Gl 0 e8iH 0 CHB Dnon nF @
Create Adjustment Reasons

18. Click “Yes”

AASIS Support Center, DiAnnette Scott 6-67
July’04, Revised to V5.0

Click “Yes’ to go to Enrollment
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Adjustment Reason

Family Status Change

O EE =0 a EE @D

Enroliment

Direct selection

Name Diana Edwards on  11/21/2004

1D number 5 Z Get offer 2 Print form I g: Error list
Possible offers Enroliment period

= Select | F. Status Change 11/21/2004 - 12/21/2004
Anyt changes 01/011800 - 12/31/9999
Autorfatic offer

Mame
Susan Vollman

20
e —— 19. Double-click on

s remen ez | F@mMily Status Change

AASIS Support Center, DiAnnette Scott 6-68
July’04, Revised to V5.0
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Adjustment Reason

Family Status Change

nrollment  Edit

CEe Dl O nas B E @m

Enroliment

Direct selection | Selection set | Enroll

Name Diana Edwards on  11/83/2004 [

Offer selection

Fersonnel no

ID number &7 Get offer " 0 Print form ”Q Error list
Fossible offers Enroliment period
|® Select | Family Status Change 10/04/2004 - 11/03/2004
Anytime changes 01/01/1800 - 12/31/9999
Alw] S Galm[a) || e

“ Pers.No.|Mame
96| Diana Edwards

Family Status Change

Z»  Enroll |||j| Costs ”lf}) Undo selection ‘QQIQ Error list |

— Status | Validity period Activity
~ Medical i
Healtn Advantage HMO [ 10/04/2004 - 12/31/9999 =]
QualChoice HMO 10/04/2004 - 12/31/9999 1
Health Advantage POS 10/04/2004 - 12/31/9999
20- Select QualChoice POS 10/04/2004 - 12/31/9999
. Blue Cross Blue Shield PFO 10/04/2004 - 12/31/9999
Beneflt plan to Nova Sys HMO 11/21/2004 - 12/31/9999
- MovaSys POS 11/21/2004 - 12/31/9999
g NovaSys PPO 11/21/2004 - 12/31/9999
be m0d|f|ed High Deductible PPO 11/21/2004 - 12/31/9999 -
~¢ Basic Life
US Able (Basic EE Life ASE) <] 10/04/2004 - 12/31/9999
¢ Dependent Life
US Able (Basic DEP Life ASE) 10/04/2004 - 12/31/9999
=7 Opt. Dep. Life =
US Able (Opt DEP Life ASE) 10/04/2004 - 12/31/9999 L2
7 (Onfional | ife (Il
[ | — |
\ 17
AASIS Support Center, DiAnnette Scott 6-69

July'04, Revised to V5.0

Select the Benefits Plan to be modified.

Plans enrolled in show a green radio button next to the name.
Double click on the name of the desired plan.
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Adjustment Reason

Family Status Change

ODRESBCOa0 EE @

HRBEN — Benefits Administration

Enroliment

Direct selection

Personnel no.

10 number

Health Plan Opt

Standard HWO ASE1
Dependent Cover  Emplayee Only 1

.88

|validity period

Activity

11/21/2004 - 12/31/9939
11/21/2004 - 12/31/9999
11/21/2004 - 12/31/9999
11/21/2004 - 12/31/9939
11/21/2004 - 12/31/9999
11/21/2004 - 12/31/9999
11/21/2004 - 12/31/9999
11/21/2004 - 12/31/9939
11/21/2004 - 12/31/9999

11/21/2004 - 12/31/9939

A =12
US Able (Basic DEP Life ASE)

7 Opt. Dep. Life

US Able (Opt DEP Life ASE)

<2 Onfinnal | ife

11/21/2004 - 12/31/9939

11/21/2004 - 12/31/9999

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0
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Adjustment Reason

Family Status Change

i NN Rk

IEE | @

HRBEN — Benefits Administration

Enroliment

Direct selection Enroll
rds

98
Health Advantage

on 32004

18/04/2004 |2 12731 23_ Select the
= Option tab

ht form & Error list
Enroliment period
10/04/2004 - 11/03/2004

01/01/1800 - 12/31/9999

Dependents
Select. Name Type of dep/ben.
Kcayla Edwards lchild
"N ts |5 Undo selection || &|E[48  Eroris
1 Status | validity period Activity
° E
10/04/2004 - 12131/9999
22- select the bOX 10/04/2004 - 1213119999
=] os 10/04/2004 - 1213119999
to add the new [+ 10/04/2004 - 12/31/9999
ol ield PPO 10/04/2004 - 12/31/9999
11/21/2004 - 12/31/9999
dependent 1112172004 - 1273119999
11/21/2004 - 12/31/9999
o 11/21/2004 - 12/31/9999
B Accont | %] ife ASE) @ 10/04/2004 - 1213119999
7 Dependent Life
US Able (Basic DEP Life ASE) 10/04/2004 - 12/31/9999
< Opt Dep. Lite
US Able (Opt DEP Life ASE) 10/04/2004 - 12/31/9999 =
=2 Ontianal | ife. El
[ | ]3]

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0
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Adjustment Reason

Family Status Change

HRBEN - Benefits Administration

Enrollment

Direct selection

éi Errar list

1800 - 12/31/9999

on 4172172004 [FE)

Charles | | Dependent Cover  Emp + Child(ren) 1 C—
|

e 2k

Health Plan Opt Standard HMO ASE1 24_ Change coverage to
Employee+Children 1

1109 |Kenned
Costs USD Monthly
EE pre-tax 178.12
Employer B.og

11/21/2004 - 12/31/9999
11/21/2004 - 12/31/2999
11i21/2004 - 12/31/9999

11/21/2004 - 12/31/2999
11/21/2004 - 12/31/9999
11/21/2004 - 12/31/9999
11/21/2004 - 12/31/2999
11i21/2004 - 12/31/9999

11/21/2004 - 12/31/2999

BT Cie

US Able (Basic DEF Life ASE)

25. Click to Accept

e mam

it DEP Life ASE)

e

11/21/2004 - 12/31/9999

11/21/2004 - 12/31/9999

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0
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Adjustment Reason

Family Status Change

I o maas BE @

HRBEN - Benefits Administration

Enroliment

Direct selection
Personnel no.

1D number

Enroll

Name Diana Edwards

Offer selection

on  11/03/2084 (F)

[ Select

Possible offers

5 Z Get offer a Print form g: Error list

Enroliment period

Family Status Change

1 -11/03/2004

[ERrEE]

“ Pers.No.|Name
96 |Diana Edwards

26. Click to
Enroll

Anytime changes

01/01/1800 - 12/31/9999

Automatic offer

QualChoice HMO

Health Advantage POS

QualChoice POS

Blue Cross Blue Shield FFO

MNova Sys HMO

MNovaSys POS

MNovaSys PPO

High Deductible PPO
~F Basic Life

US Able (Basic EE Life ASE)
¢ Dependent Life

US Able (Basic DEP Life ASE)
< Opt Dep. Life

US Able (Opt DEP Life ASE)

[0 I3 —

¢ Ontional | ife

10/04/2004 - 12/31/9999
10/04/2004 - 12/31/9999
10/04/2004 - 12/31/9999
10/04/2004 - 12/31/9999
11/21/2004 - 12/31/9999
11/21/2004 - 12/31/9999
11/21/2004 - 12/31/9999
11/21/2004 - 12/31/9999

=] 10/04/2004 - 12/31/9999
10/04/2004 - 12/31/9999

10/04/2004 - 12/31/9999

Family Status Change
Enroll Costs [ Undo selection || |El[4  Srrorist
Status | Validity period Activity |
=~ Medical [=]
Health Advantage HIMO @ 10/04/2004 - 12/31/9999 o =]
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Adjustment Reason

Family Status Change

EESEOO0IEE @

Enroliment

Direct selection
Diana Edwards an 06/02/2004
Fersonne| no

Offer selection

ID number

List of Plans
Activity Plan Fram To
Change Health Advantage HMO 06/01/2004  [12/31/9989

“alidity period

27. Click to enroll

O6/0142004 - 12/31/9999
O6/0142004 - 12/31/9999
Q6/0142004 - 12/31/9939
0B/0142004 - 12¢31/9999
Q6/0142004 - 12/31/9939

Q6/0142004 - 12/31/9988

060142004 - 12¢31/9999

0B/0142004 - 12¢31/9999

y

LIS Ahle-Opt EE Life ASE 1202
4 (Qpt Life Post

LS Able Opt EE 1:02x Post Tax Q6/0142004 - 12/31/9333
= ART

O6/0142004 - 12/31/9999

AASIS Support Center, DiAnnette Scott 6-74
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Enrollment  Edit  Gof

Adjustment Reason

Family Status Change

HRBEN - Benefits Administration

& Al BIS@@ DHE OO0 I EE @

Enrofiment

Direct selection k Selection set | Enrall
Name Diana Edwards on  B5/02/2004 [
Persannel no
Offer selection -~
[8fi (= Envrolirment ‘HQ Print form = Error list
Enrollment period
@ o nge 0B/01/2004 - 12/31/9999

)Enml\mem completed successully

“Fe

Continue Q Confirmation

01J01/1800 - 12/31/9989

!

QualChoice HMO
Health Advantane POS
@QualChoice POS
o =

Q6I01/2004 - 12/31/9339
0B/01/2004 - 12/31/9999
0BI01/2004 - 12/31/9598
Liold D0 42004 - 1273149559

follow print instructions.

complete, select Continue to complete.

Confirmation of Enrollment is required to
supply the employee with verification of

04 - 1273143359

Benefits selected. Click Confirmationand |, ......

Once printing is oo 12smse

‘@ Undao selection ‘ A |C§§’ Errar list |
Status  “alidity period Activity L
antage HMO @ DBA01/2004 - 12/31/9999 7 =

KD

AASIS Support Center, DiAnnette Scott
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Questions and Answers

HRBEN — Benefits Administration
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